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The next time you receive s plece of Organization mail, consider
for a woment the mmber of control processes it went through to resch
you. Then ask yourself if the document control measures in your office
are efficient, and is each one - - the receipting, rmbering, logging,
revieving, sbstracting, dating, time stewping, coding, sorting, or
cover sheeting - - really necegsary Tor every plece handled?
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| Every yesr Organigation headquarters grinds out over 200 million
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pages of paperwork--over 1,600 every mimte. It is impeossible %o
| estimbte vhat hesdquarters recelves. Consider the problem of controll-
i ing this volume in & compsrtmented organization having dispersed hesd-
quarters buildings plus fleld instellations. The conclusion is
obvious; 1t is a major problem involving & major cost. Indeed, from the
time s document ls created until 1t is cremated it probably muns the
| full gamt of document contwol operations--the receipting, murbering,
logging, reviewing, sbstracting, dating, time stamping, coding, sorting,
classifying, cover sheeting and routing.
5 These control messures, of course, hsve t«hair plece in the
| uanscgsser fy)
Organizatlon, But when thelr overuse or aomplamt&,mcrmms clarim
costs, or delays dscisions and sctions vital to both healquerters end
the field, & close look into the causes ;:f the trouble is needed. M7 Ov eXQm,LJF,
o vecent government-wide atudy pointed up thet s problem generally existe
if:

8. An excessive amount of time (from two to four hours depending
on the size end physicel layout of the component) elspees
betweon the receipt of a document in & reglstry and 1ts
delivery to the estion desk

b. All initiel control aperstions (ineluding routing) for ona
document teke mors thean five minutes.
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c. Hore than 15% of the totel incoming documents receive control

processing in addition to that reguired for geourlity purposes.
4. A routing mlip or control form is placed on virtuglly every
incoming or oubgoing document.
Waen these danger signds show up 1t's & safe bet that Gocument
contyol messures {excinsive of those requiregd for securlty control)
exceed those really neefed to anewer these questlons sbout documents

thet call for sction or daclsion:

a. Hes & perticuler dooumsnt been received, and if eo, to whom

and when was 1t sent for sction?

b. Has & particulser document been released, and 1f so, wiat

setion was teken and to vhom gnd when was 1t sent?

These questions cen be quickly snd simply angvered by three
forms avallable to either hesdguarters or the field, s appropriste.
These are: Form 779, Locptor and Gontwol Becord, (heedquerters and
field); Porm 238, Document Control, {h@mmﬁm only}; Form 240,
Courier Receipt end Log Becord (hesdquarters only). All three are
milti-part forms designed to provide at one writing enoupgh coples

4o meet seversl needs at different control points, Here's how these
forms @Rk
779 akd 23% are
8, Formsismm aix—mr%aatsprmma on MR (Wo Caxbon Required)
paper. The six parts provide coples for logging wnd cross~
referencing at the registry level and at subordinate points.
The 3" x 5" slips not only eliminate the need cstymmitmbnec
twecsisped for log books, but also provide & ready commnications
pedium for notifying & central regletry of the dlsposition of
a document at & subordinate point. The file locmtor reference
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be Form 23&0 12 8 four-part cmrbon interleaved set. At one
writing, copies of the form are made ror‘aaﬁreaaing‘,
receipting, and logging of classified materisls transmitted
within heedquerters through the courler system. The form
meets all security requivements for logging meterisl classified
up through SECRET. |
a. Form 240 is elso designed for use with the':ww headquarters

Chein Envelope. This envelope hae been approved for trans-
nitting within hesdquarters rmeterial classified up through |
SECRET. It mey slso be used s the outer wrepper for donble
vrepped materisl, except that which is classified TOP SHCRET.
In aaﬂiticn.to meeting these security regquirements, the new
envaie;pea offer thase sdvantagesn:

Seve time - You can address en envelope and &ttach o

recalipt in one éymticn. 8imply insert the receipt

in the window pocket on the fece of the envelope.

If 8 courier receipt is not needed, insert a 3 x 5"

card or slip of peper and write in the sddress.

Seve money - These envelopes may be used repeatedly.

Beve sefe space | - vefe gﬁ%‘ﬂlinm; be needed for used

snvelopes since names gind gddvesses will not appear on
them. /
The Orgsnisation, v:i.wy congerned ehout the effect of dogument

Pimeliness of
controls ongdecisions reaching tha ﬂeld, hes mlu&aa the improvemsnt

of these controls in the ahaam.m e‘z its Records M
Guidence may be obtalned from your Records Offlcer, and additionally in

pngcenent Progran.,

hesdquarters from the Records Manggenent Btaffl.
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